
1. Go To Website for  

       Filemaker Access 

 

: ____________________ 

 

2. Enter your  

       Account Name and 

       Password 

 

3.    Click <Login> 

 

4. Click  

       < Find Teacher> 

        Find your name 

        on the list -  

        (Classroom teachers 

         should only see 

          his/her name.) 

 

5.    Click <Continue> 

 

6.    From Class List View 

       Choose  

       Marking Period  

       Button. 

        

This will bring you to a 

screen where you can begin 

entering grades for  

a student. 

 

 

1. 

2 & 3 

4 & 5 

6. 

Mansfield K- 4 Progress Reports 
Classroom Teacher steps to enter Web Application 



After you choose your name from the 

Main Menu and click <continue>, the  

Program will bring you to a  

Class List view. This list should re-

flect the grade you teach and your 

current class list.  

 

( Note: the student list is imported 

from the Student Database used by 

the School Office– if a student is 

missing it will be important to check 

that the student is listed correctly in 

the main database. If a correction is 

needed, it will have to be done in the 

main database and then imported into  

the Progress Report Database. This 

cannot be done by classroom teach-

ers) 

 

Each marking period will have differ-

ent Web Entry Screens.  

 

Classroom Teachers should click the 

button for the appropriate marking 

period. 

 

 

 

Specialists: Art, Music & P.E. can 

enter grades through the Web or 

through different in school network 

access screens. For Web Entry, 

Specialists should 

click: 

 

 

On the actual report card entry 

screen, there is a checkbox which 

should be clicked when an individual 

has completed his/her part of the 

task.  

When all (4) sections are checked the 

progress report should be complete. 

Clicking this button will bring you to: Michael Mample - Marking Period 1 -  Academic Data Entry Screen 



Enter Grades by choosing from the appropriate 

“drop down list”  

 

You can scroll down to other sections by dragging  

the scroll bar 

 

 

 

When you have finished entering grades for a  

student it is helpful to click the check mark box to 

remind you that this student is done. 

 

it is critical that you click  

 

<Submit> to post those changes to the server. If 

you do not ( web-entry) your work will not be saved. 

 

To go to the next student in your class, click the 

<Next> button. 

 

 

If the screen is too small for you to read, use the 

Zoom feature to make the screen larger. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you are finished entering grades, 

 

Click < LogOut> 

 

To end the session 

 

 

Attendance Information will be added to the Progress 

Report prior to printing. 

 

 

( Note: you can print from these screens– the printed 

report will give you the information you entered but 

it will not look like the official printed Progress Re-

port) 

 


